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2015-16 ANNUAL PERFORMANCE EVALUATION TASK FOR EMPLOYEES

 

STEP 1:  EMPLOYEE LAUNCHES SELF EVALUATION       

1. Click on MY TASK LIST from the homepage of the LMS/NCVIP 

 
 

2. Click COMPLETE YOUR SELF-EVALUATION

 
 

3. Click GET STARTED 
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4. For each goal, the employee self-rates their performance by clicking the drop-down to select 

the rating (red arrow).  Comments to support the rating are entered in the comments box.  To 

see existing comments and attachments on goals that were added prior to the Performance 

Evaluation, click the drop down and select the appropriate option (yellow highlight). 

 
5. After self-rating each goal, scroll down and select SAVE AND CONTINUE 

 

6. The employee self-rates each value and provides any supporting comments. If comments to 

the DPS Values Goal in Step 4 above were added, simply reference those comments by 

adding “See Values Goal” in the comments section. 

 
 

7. After rating each value, scroll to the bottom and select SAVE AND CONTINUE. 
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8. Review the Employee Self-Rating summary and click SUBMIT.   

 
 

9. Submission is verified by clicking SUBMIT.  

 
The annual evaluation advances to employee’s manager as listed in Beacon.  

 

 

The annual evaluation will then follow the workflow below.  It will return to the employee for 

signature at Step 5. 
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STEP 5:  EMPLOYEE SIGNS ANNUAL EVALUATION      
10. Upon clicking the MY TASK LIST from the LMS/NCVIP homepage, select COMPLETE YOUR 

SELF EVALUATION.  

 

11. Click GET STARTED  

 

12. Review the comments and self-rating (employee’s in yellow highlight below), the manager’s 

rating and comments (orange highlight below), and the indirect manager’s comments (blue 

highlighted below). Select NEXT on both the goals and values pages. 

  
 

13. Review the overall rating (yellow highlight below).  

Note:  The calculation of the overall rating is based solely on the manager’s rating. 

 
After reviewing, select NEXT.  

  



Page 5 of 5 NC Department of Public Safety 03/2016 

 

14. Review the summary comments added by the manager (orange highlight) and the indirect 

manager (blue highlight).  Complete the signature of the Annual Evaluation by adding any 

comments (1), selecting the Acknowledgement box (2), Electronically signing (3), and 

Submitting (4).  

 
 

15. The Annual Evaluation will now be complete. The employee can locate the PDF of the Annual 

Evaluation by going to PERFORMANCE then PERFORMANCE PLANS from the main page.   

 
 

16. Click on the MY PERSONAL REVIEWS tab.  All documents for the current cycle are visible 

here. Simply click on the document. It will open as a PDF document. 

 


